Cwil Rights &

Your Institution

The following guide can be used for annual civil rights staff training.

Institutions are required to provide civil rights training annually to
all staff members involved in any aspect of the CACFP program:;
this may include directors, assistance directors, teachers, teacher
assistants, food service staff, or any staff who interact with appli-
cants or participants. This training must be provided to all new
staff members ideally before working in the program.
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Important Note!
Once read, please complete
the brief, Applying Your Civil
Rights knowledge
document, located on the
CDPHE— CACFP website.
This will serve as adequate
documentation to prove
that an individual has
completed CDPHE— CACFP
annual Civil Rights training.
Keep on file for 3 years and
4 months past the current
fiscal year as part of your
Institution’s record keeping
requirements.

You may always use your
own Civil Rights training
document as long as it
includes topics covered, the
date, who conducted the
training and names of those
attending the training.

A variety of Institutions
participating with the CACFP
receive this training
therefore not all the Learning
Exercises in this self-study
guide may apply to the
Institution where you work.
If you have specific questions
regarding the Learning
Exercises and if they apply to
your Institution, please
contact your CACFP Nutrition
Consultant.

CIVIL RIGHTS & YOUR

CACFP Requirements

Civil Rights requirements for

CACFP Institutions:

What you as an employee/employer at a

CACFP participating Institution need to

Train staff annually on Civil Rights — maintain

training documentation.
Public Notification:

* Prominently display the “And Justice for

All” poster.

* Include the non-discrimination statement
on all printed or electronic materials avail- .

know?

e  All staff members should receive training on

all aspects of Civil Rights compliance.

e Be able to identify a Civil Rights complaint

able to the public, which mentions USDA or

CACFP.

Offer meals equally to all participants in a non-

discriminatory manner.

Data collection, maintenance and reporting.
Information materials in accessible formats.
Compliance Reviews and Compliant Resolution
(covered in the supplemental director CACFP

Civil Rights guide).

(Juestions & Resources

Why CACFP Requires Civil
Rights Training?

CACFP is funded by Federal dollars
with USDA serving as the “pass-
through” agency that then provides
grants to States to administer the
program. These dollars are drawn
from taxes from people like you.
Tax dollars are to be used for the
benefit of ALL eligible persons, to
ensure equal access to Child Nutri-
tion Programs.

Institutions who participate in
CACFP must implement Civil Rights
requirements in order to be eligi-
ble.

Civil Rights Questions and

Resources
There may be situations where
questions arise as it relates to your
Institution’s compliance with Civil
Rights. In these instances please
contact the USDA:

!

if received.
Know what to do if a complaint is received.

Helpful Civil Rights
materials referenced in this
training guide can be

found on the
CDPHE-CACEFEP website.

USDA, Director, Office of Civil Rights , Room 326— W Whitten Building, 1400 Independence Avenue, SW, Wash-
ington, D.C. 20250 —9410 or call (202) 720- 5964 (voice & TDD). English/Spanish 1-866-632-9992

Data Collection

Why do we ask for partici-
pant’s Race and Ethnicity?
USDA requires collection of race
and ethnicity data. This informa-
tion is used for statistical pur-
poses and helps to ensure no
ethnic or racial group is discrimi-
nated against in participation. If
a participant chooses not to self-
identify their race or ethnicity,
your Institution may visually
determine race and/or ethnicity.

This information is captured on the
Income Eligibility form (IEF) as well as
during recertification of an Institu-
tion’s application. The recertification
process occurs annually beginning in
August. During this time all Institu-
tions must collect data by race and
ethnic category on potentially eligi-
ble populations. In addition, the data
must include the actual number of
children served by race and ethnic
category. For more information refer
to the CACFP Program manual, Sec-

INSTITUTION

tion1, CACFP Participation Require-
ments.

Race and Ethnic Categories are as
follows:

Ethnicity:

Hispanic or Latino

Not Hispanic or Latino

Race:

American Indian or Alaskan Native
Asian, Native Hawaiian or Other Pacific
Islander, Black or African American,
White


http://www.colorado.gov/cs/Satellite?blobcol=urldata&blobheadername1=Content-Disposition&blobheadername2=Content-Type&blobheadervalue1=inline%3B+filename%3D%22CACFP+Center+Manual+%28March+14%2C+2011%29.pdf%22&blobheadervalue2=application%2Fpdf&blobkey=id&blob
http://www.bing.com/images/search?q=children+eating&view=detail&id=F211E4474D37342E5205D4F5E8B513ACC4FBE992&first=76
http://www.colorado.gov/cs/Satellite?c=Page&childpagename=CDPHE-PSD%2FCBONLayout&cid=1251618272621&pagename=CBONWrapper
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/What is Diserimination?
Treating persons or groups differently from
others, either intentionally, by neglect, or by
the actions or lack of actions based on their
protected classes. Discrimination is prohibited
in CACFP. The 6 protected classes are:

1. Race
2. Color
3. National Origin
4. Sex
5. Disability
k& Age j

Public Notification

All Institutions must display the “And Jus-
tice for All,” nondiscrimination poster in a
prominent place for ALL visitors to see.

This poster is located on the CDPHE-CACFP
website, where it is available to print. The
poster is in both English and Spanish.

Include the United Stated Department of
Agriculture (USDA) non-discrimination
statement on all materials regarding the
CACFP that are produced for public notifi-
cation. Examples of materials include

Learning Exercises

Answers can be found on page 4

Learning Exercise #1
A. Boys and girls sit at separate tables
Boys and Girls Tables. Is this discrimination?

B. An Institution delays enrolling an eligible
participant because they are Russian and
speak a different language?

Learning Exercise #2
The Happy Smiles Day Care center has one
main entrance and multiple classrooms.
Each classroom at the Day Care center has
the “And Justice for All” poster in each of
the classrooms. Is the poster located in a
prominent place for all visitors to see?
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posted and distributed menus, websites and
Institution handbooks that mention CACFP.

The USDA non-discrimination statement sam-
ples can be found on the CDPHE- CACFP web-
site. These samples can be copied and pasted
on Program materials.

Institutions must make CACFP program infor-
mation available to the public upon request.
Upon initial visits, participants should be given
specific program information which is perti-
nent to their receipt of benefits through the
CACFP, such as the CACFP Parent Letter. This
letter is available on the CDPHE-CACFP web-
site. In addition participants should be made
aware of procedures for filing a complaint
concerning the CACFP, this information can be
found on the “And Justice for All” poster. Click
here to download and print the poster.

AND JOSTICE FOR ALL
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Program Information Materials in Accessible Formats

Identify and Accommodate Language
Needs

Limited English Proficiency (LEP) persons are
individuals who do not speak English as their
primary language and who have a limited ability
to read, speak, write, or understand English.
Recipients of Federal financial assistance, such as
this Institution have a responsibility to take rea-
sonable steps to ensure meaningful access to
their programs and activities by persons with
limited English proficiency.

If a significant number or proportion of the
population eligible to be served by your Institu-
tion needs service or information in a language
other than English in order to be informed or
participate in the program, the Institution shall
take reasonable steps to provide information in
appropriate language(s). In addition if requested,
all participating Institutions must provide Pro-

gram materials for non-English speaking par-
ticipants in the appropriate language.

CDPHE-CACFP provides meaningful access to
Program information through materials avail-
able in Spanish. Also, Program materials for
persons who speak other languages or who
have a limited ability to read, speak, write or

understand English are available upon request.

Accommodating Participants Medical
Disability or Dietary Medical Needs

You may have participants in care who require
specific foods due to a medical or dietary dis-
ability. Ensure that procedures are followed to
accommodate participants with a documented
disability. These procedures can be found at
the CACFP Program manual, located on the
CDPHE- CACFP website. Refer to Section 3
under Exceptions to the Meal Pattern for de-

tails.

In addition the Americans with Disabilities
Act prohibits discrimination based on dis-
ability in all services, programs, and activi-
ties provided to the public by State and
local governments. This means that agen-
cies must ensure persons with disabilities
have:

®  Program accessibility
(] Effective communication with Institu-
tion staff; and

®  Easy access to the building itself


http://www.colorado.gov/cs/Satellite?blobcol=urldata&blobheadername1=Content-Disposition&blobheadername2=Content-Type&blobheadervalue1=inline%3B+filename%3D%22Civil+Rights+Poster.pdf%22&blobheadervalue2=application%2Fpdf&blobkey=id&blobtable=MungoBlobs&blobwh
http://www.colorado.gov/cs/Satellite?blobcol=urldata&blobheadername1=Content-Disposition&blobheadername2=Content-Type&blobheadervalue1=inline%3B+filename%3D%22CACFP+Center+Manual+%28March+14%2C+2011%29.pdf%22&blobheadervalue2=application%2Fpdf&blobkey=id&blob
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How to Handle a Civil Rights Complaint

Any person alleging discrimination based on race, color, national origin, sex, age, or disability has a right to file a complaint within 180
days of the alleged action.

e

e  Complaints can be written or verbal.
e Anonymous complaints should be handled as any other complaints.

Please keep in mind that a person can complain verbally and refuse to put the allegation in writing. However, it is the responsibility of the
person to whom the allegations were made to document the complaint. Every effort should be made to include or collect the following
information when a complaint is received:

1. Name, address, telephone number or other means of contacting the person with the complaint.

The specific location and name of the State agency, Institution or other facility delivering the service or benefit.

3. The nature of the incident or action that led the person to feel discrimination was a factor. And the bases they believe discrimination
exists. The bases for discrimination are race, color, national origin, age disability, or sex

4. The names, phone numbers, titles, and business or personal addresses of person who may have knowledge of the alleged
discriminatory actions occurred, or if continuing, the duration of such actions.

g

Institutions should report all complaints alleging discrimination to the USDA:
USDA, Director, Office of Civil Rights , Room 326— W Whitten Building, 1400 Independence Avenue, SW, Washington, D.C.
20250 -9410 or call (202) 720- 5964 (voice & TDD).

Learning Exercise #3
An Institution receives an anonymous voice message from someone alleging discrimination. Since the individual didn’t provide their
contact information what does the Institution need to do?
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Ensuring Civil Rights Compliance at Your Institution

Everyone has a role in ensuring civil rights compliance. The first step is completing this training and asking questions if you don’t understand. It may
help to discuss what you learned with co-workers to enhance your understanding of this material. The second is providing excellent customer ser-
vice in your daily interactions with co-workers, participants, families and visitors to your Institution. Providing excellent customer service is impor-
tant to avoid the appearance or perception by anyone of unlawful discriminatory statements or actions.

Learning Exercises Answer Key

USDA

CDPHE- CACFP is a USDA funded program and an equal opportunity provider and employer
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